UNIVERSITY OF ABERDEEN
VIP & POLITICAL VISITS GUIDANCE
1. INTRODUCTION
A Very Important Person (VIP) is a person who is accorded special privileges or treatment due to their status. VIP visits present an ideal opportunity to enhance the University of Aberdeen’s visibility and to showcase our achievements as well as assist in delivering on our strategic goals as set out within Aberdeen 2040.  The University must take all reasonable steps to ensure that VIP guests are accorded appropriate respect and security, and that the highest possible professionalism is brought to the planning and management of such visits.
This guidance is intended to support staff to engage with VIPs in the interests of the University and its objectives. The principles and processes outlined are not intended to interfere with or supersede the networks and connections that may exist already across our community, but rather to enhance existing relationships as well as foster new ones which help achieve the institution’s strategic goals.
2.  PRINCIPLES
· Where staff are planning to invite a VIP to campus, the Principal’s Office should be notified before an invitation is extended. In cases where the VIP may have initiated a request to visit, it is also essential that the Principal’s Office is informed as soon as possible by emailing: principalpa@abdn.ac.uk
· Despite the requirement to inform the Principal’s Office ahead of a VIP Visit, there should not be an automatic presumption that the Office can provide resource or support for the visit, unless this has been agreed well in advance. The default position is that the coordination of such a visit will remain the responsibility of the School or Directorate extending the invitation.
· Invitations should be issued to VIPs as early as possible in the planning process, to increase the potential for a positive response.  This is particularly important when the invitation is not open and a VIP is being invited to visit for a specific occasion, or on a particular date. It is recommended to allow at least six months or longer for an invitation, although it is recognised that in some cases visit opportunities may present themselves with a shorter lead in time.
· Letters of invitation to members of the Royal Family, the First Minister of Scotland, or Scottish or UK Ministers must be issued through the Principal’s Office and should be signed by the Principal or their nominated substitute. Every effort will be made to return your letter of invitation promptly, but please allow sufficient time for drafting an invitation, sending it to the Principal’s Office for approval and a signature, and then to be returned to you for issue.
· It is strongly advised that a review of other potential University events should be undertaken to ensure that an invitation does not coincide, where possible, with other events or visits. Please email events@abdn.ac.uk who can provide you with further information.
4.	DEFINITIONS
This guidance applies to any visit to the University by a VIP guest, whether they be attending or speaking at an event or conference, attending a meeting, or visiting a facility.
This Policy applies to the following VIPs:
· Royalty, Royal Representatives and International Dignitaries such as Ambassadors and High Commissioners
· Members of the Scottish, Devolved and UK Parliaments including Government Ministers, senior local government officials and international politicians and ministers
· Chairpersons and Chief Executive Officers of major companies and organisations
· Heads or senior officers of higher education bodies (e.g. Scottish Funding Council, Committee of Scottish Chairs, Research Councils, etc)
· High profile and notable Academics (Nobel prize winners, Presidents, Chancellors, Vice-Chancellors or equivalent of other universities)
· Senior religious or humanist leaders 
5.	GUIDANCE
In producing this guidance, there are several issues and constraints that the University needs to consider. This list can include, but is not limited to, the following: 
1. [bookmark: _Hlk109730668]We cannot define detailed procedures for every VIP visit to follow, as each visit is unique and will need to be tailored to circumstances at the time. However, please consult the Events Toolkit on StaffNet to assist you in the organisation of a VIP visit. If you have further questions, please contact events@abdn.ac.uk 
2. If you are contacted directly with a request for a visit, or if you are considering inviting a high-profile figure to an event or meeting, please contact the Communications Office by emailing: communications@abdn.ac.uk and they will advise on protocol. The team may also be able to add value to the visit through other areas of interest or campus tours and will be the contact for any media activity.
3. Please note that all invitations to members of the Royal Family, the First Minister of Scotland, or Scottish or UK Ministers must be issued through the Principal’s Office.
4. Where VIPs are being invited to participate in an event either as speaker or guest, please refer to the latest version of the Events and Speakers Policy on the StaffNet PolicyZone, which applies for all events not directly related to the University’s normal academic or administrative business. If relevant, the University’s Pre-Election Period Policy, which only applies for a clearly defined short period prior to a national or local election, should also be consulted.
5. For a high-profile visit, the planning process should begin in good time and in some circumstances, it may be appropriate to establish a Project Team. The Project Team may include staff responsible for initiating the invitation, representatives from the Principal’s Office, Events, Communications, Public Affairs and where appropriate the VIP’s own officials or representatives. It is also recommended that a project lead should be identified. 
6. Due consideration should be given to protocol which dictates that a senior member of the University should meet and greet the VIP visitor. In most cases this will be a member of the Senior Management Team (SMT). As a result of existing diary commitments, it is highly advisable to ensure contact is made as early as possible to agree any such arrangements. Please notify the Principal’s Office at the time of informing them of a potential VIP visit invitation if you will require the Principal or another member of SMT to welcome the VIP to the University. 
7. Staff should familiarise themselves with the requirements of the Lobbying (Scotland) Act 2016.
8. For all VIP visits, University Security should be notified, especially if the visitor it likely to require Police protection. Please email: securitycontrol@abdn.ac.uk ahead of time to ensure appropriate security measures can be put in place.
It is intended that by considering the above points, arrangements for VIP and political visits can be put in place with the highest standards of professionalism and care for high-profile guests to the University.
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